Historic,  Arcliive  Document 


Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


UlTITED  STATES  DSPARTJMtT  OP  AapICULTUEE 
Agric^iltural  Markcoing  Admini  strp.tion 
Washington,  D.  C. 


ADMIIJI  STRATOR'  S  ^SliORAilDUI-i  llOi  37 


January  4,  1943 


Branch  aJid  Division  Ro sponsibili ty  for  P'.inctional  and  Kolatcd  JoId 

Descriptions  during  Reorganization 

During  tlio  course  of  reorganization  now  talcing  place  and  v/hich  vdll 
oc  in  progress  for  soinc  time  incident  to  our  new  responsibilities, 
it  v/ill  'oe  impossilDle  for  the  Organization  Division  of  the  fiscal 
Branch  to  handle  in  as  much  detail  the  service  v/ork  which  ordina.illy 
it  is  our  intention  to  ha.ve  it  supply. 

Therefore,  "branch  and  division  chiefs  and  regional  a^draini  stra.tors  where 
orga,niz actional  changes  are  involved,   are  ex;pected  to  take  the  initiative 
in  preparing  functional  statements  together  with  statements  ^f  t'le 
responsilDilities  of  key  positions  aaad  such  procedural  sta.temonts  a-s 
the  work  of  the  unit  necessitates,  v/ithout  waiting  for  assistance 
to  "be  Supplied  from  the  Organization  Division.     Such  statements,  prior 
to  approval  "by  the  Admini stra/cor,   should  "be  routed  through  the 
Organization  Division  for  examination  and  approval.     This  arrr.-gcment 
should  e:cpedite  the  adjustm.ent. 

Similarly'  in  the  case  of  descriptions  of  f^unctions  incident  to  the 
classification  of  positions,   the  Personnel  Division  is  not  expected 
to  supply  the  detailed  service  it  has  formerly  given,  "but  the  approprri-- 
ate  "bran-ch  or  division  chief  or  regional  director  is  expected  to 
initiate  such  functional  descriptions  and  to  route  them  to  the 
Personnel  Division  for  consideration  ajid  a.pproval  on  the  Departmental 
and  Civil  Service  Comjnission  level,   as  the  case  may  "be.     The  descriptions 
of  duties  should  "be  as  "brief  and  clear  as  possi"ble  and  of  course  in  all 
causes  accurate.     The  initiating  official  is  advised  to  study  such 
descriptions  to  insure  a  minimijjn  of  conflict  in  descriptions  which, 
discovered  later,  v/ill  of  course  have  the  effect  of  retarding  final 
action. 

It  is  important  that  hoth  in  the  case  of  organizational  statements 
and  position  descriptions  v/e  move  expeditiously  so  as  to  reduce  to 
a  minimum  the  period  of  adjustment,  "because  of  the  pressing  nature 
of  the.  work  ahead. 
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